
State of Georgia 
Record Series Profile 

Records Retention Schedule 

Application #: 970221-04 Sheet: 1 of 1 

Schedule #: 94-0005A 

Effective Date: 03l20197 
Superseded Schedule #: 94-0005 

Effective Date: 08/23/94 

Agency Code: 0484-000 

Agency: Department of Transportation 

Creating Ofice: Office of Maintenance 

Seriesflitle Dates: "107" Projects - Accomplished by State Maintenance Forces 
1959 - [Ongoing] 

Access: Open 

C/ass: Individual 

Function Documented: Department of Transportation projects accomplished by state 
maintenance forces. 

Consists of: DOT Form 107 (project description), Letter Contract (authorizes 
funds for project), Work Authorization, DOT Form 445 (closes the 
project when finished), and DOT Form 9 (authorizes payment for 
work on project). 

Arrangement: By project number 

Media: Paper 

Retention 
Requirements: State Law: Six (6) years (O.C.G.A. 5 9-3-24) 

Disposition Instructions: Cut off file at end of calendar year: 
General Office: 

Hold in current files area until project is closed; 
Destroy when no longer needed for reference. 

District Office: 
Hold in district office until project is closed; 
Hold six (6) years; 
Destroy. 

This record series profile gives the records retention plan and disposition instructions 
approved by the State Records Committee for the named record series by the named creating 
offices. 

l 4 U L u h n  7bB/47 
' Date 

4il-q 
Edward Weldon 
Secretary of State Designee 
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Schedule M4-0005 
Approved 8-3-94 

“107” PROJECTS - AC%_OMPLISHED BY STATE MAINTENANCE FORCES , 

Approved disposition instructions for schedule 94-0005 should be amended as follows: 

Cut off file at end of each calendar year. 

General Ofice - Keep in current file until project is closed. Destroy close project file 
when no longer needed for reference. 

District Office - Keep in district office until project is closed, then place in 
closdinactive file. Hold six years, then destroy. 

, 

Records Management Analyst: m u e  t@ &d Date: +4?7 



APPLICATION FOR RECORDS RETENTION SCHEDULE 

GA Department of Transportation Application N u m b  

OFFICE OF THE SECRETARY O f  STATE 

RECORDS MANAGEMENT blVlblON 
DEPARTMENTOF ARCHIVES A p  Hl$fmy 

- 

Office of Maintenance 
2 Capitol Square 
Atlahta, Georgia 30334 

. Person to Contact 
Emery S. Horvath T.E. V 656-5314 

a. a Establish Retention Schedule; record will continue to accumulate. 
b. 0 Dispose of present accumulation; no further accumulation anticipated. 

. Action Rtquestad 

i. Division and Office Function 
DIVISION OF OPERATIONS: Provides staff support to the Department in the areas of 

Maintenance, Traffic Engineering and Safety, Utilities, Permits and Enforcement, 
Equipment Management and Feild District supervision. 

Has responsibility for roadway and bridge maintenance, bridge 
inventory and inspection, asphalt plant operations, maintenance activities unit 
(sign shop, centerline, etc.), emergency operations, maintenance budget, 
maintenance management system, bridge management system and pavement management 
s y s t em. 

OFFICE OF MAINTENANCE: 

1. Remrd Scrier Dercription This file contains the following documents (include form numbers end titles, If any): 
Attach samples of the file; 

Documents relating to: Projects accomplished by state maintenance forces 
* 

lndudedare: DOT Form 107 - Sets up the project/work to be accomplished and the project .. 
limits. 

Letter Contract - Authorizes maintenance forces to Cork on select projects 
Work Authorization - Authorizes work by maintenance forces for select 

funded with non-maintenance funds. 

federal-aid projects. 
DOT Form 445 - Closes the project when completed. '. 
DOT Form 9 - Authorizes payment for work accomplished by maiytenance .. ~ - .  forces from non-maintenahce funds. . .  File i s  arranged: 

\ 

8. Monthly Reference Rat. 
One to six months old 

twerity-five months and older A? 

How often are records referred to which are: 
daily ; Scven to twelve months old dailv ; Thirteen to twenty-four months old 

B. Annual Rate of Accumulation of Records - Letter-size drawers ; Legal-sin drawers ;Shelves 1 cu.ft.per cal.yte 



, 

. 

11. Retention Requirements The following requires the series to be kept: 

years. d. Audit period years. a. S u t e l a w  
b. Statute of limitation years. e. Administrative need 7 yeais. 
c Federal law -years. f. Federal retention instructions - YLm. 

6 

Attach copy or e x e r t  of laws or regulations. Explain administrative need. 
GA Code 9-3-24  - Copy attached 

12 Approved Disposition Instructions Thisrgency recommends that the file series be cut off a t  the end of each: 
B Calendar Year; 0 Fiscal Year: D Other then, 

D Hold in the current files area month(s1 year(s1: then See below 
0 Transfer to local holding area; hold - year($): then 
0 Transfer to State Records Center: hold 
0 Destroy. 
0 Transfer to State Archives for permanent retention. 

Other ISpecifyl 

GENERAL OFFICE - ceep in current file until project closed, then place in closed/ 

year(r); then 

inactive file. Hold 7 years then destroy. 

DISTRICT OFFICE Has copy of General Office files plus expend€ture information and 
project ledger sheets. 
place in closed/inactive file. 

Keep in District Office until project closed, then 
Hold vyears then destroy. 

These instructions apply to all prior and future accumulations of the serkr. 
A~@CZIR~OITI @92Q20 -0Q S ~ E X ~ I  2 off 3 

paph 12 are approved. 
f/f dbppfovad, 8- kmK 
,f explanation.) 

. .  



Creating Agency: 

Series Title: 

Dates Covered: 

Access: 

Disposition 
Instructions: 

STATE RECORDS COMMITTEE 

Approval Signature Sheet 

Records Retention Schedule 

Application ##921201-01 

, 

Sheet3 of 3 
Schedule Number: 94-0005 

Effective Date: 08/23/94 

Department of Transportation 
Operations Division 
Office of Maintenance 

"1 07" Projects-Accomplished by State Maintenance Forces. 

1959 - [ongoing]. 

Open. 

Cut off at end of calendar year. 

Keep in current file until project is closed. 
Transfer to closed/inactive file. 
Cut off closedlinactive file at end of calendar year and hold 

Destroy. 
seven (7) years, 

District Office: 
[Same information content as General Office files plus expenditure information 

Keep in District office until project is closed. 
Transfer to closed/inactive file. 
Cut off closed/inactive file at end of calendar year and hold 

Destroy. 

and project ledger sheets.] 

seven (7) years. 

State Records Committee has authorized the approval of these disposition instructions 
for the records series described in the attached records retention schedule application. 

& l , u J . u L  
Edward Weldon 
Secretary of State Designee 


